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This guide replaces, in part, tne Typewriting 102, 202, and 302 guides of 1982, and
becomes effective September, 1993. The contents have been developed as part of
the review of the Business Education cluster of courses which are affected by
computer technology.
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RECOMMENDED PROGRAM PATTERNS

This flowchart is meant to provide schools with a recommended sequence of studies
for the new Business Education courses. While the prerequisite to any course is at the
discretion of the school, the skill development as shown in the flowchart is
recommended. However, it is left to schools to schedule courses and to advise
students based upon the educational readiness of individual students.

Exploration of General Business 20G125G*
Business I OG/15G* Retailing 20S

Business Principles 30G

Shorthand and
Transcription 30S
Promotions 30S
Relations in Business 30S

Economics 40G
Law 40G
Shorthand and
Transcription 40S
Management 40S
Marketing Practicum 40S

,.Introductory
Keyboarding
15G

Automated
Office
40S

Word
Processing

30G

Seminar
in Business

40S
I

Advanced
Keyboarding
2SG Advanced

Word Processing
45S

Computer
Applications
20G

* Under development

Software
Applications
30S

Accounting
Principles
30G

N
Accounting
Systems

40S
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RATIONALE

Advanced Keyboarding 25G is the advanced half-credit course in a series of two that
deal with keyboarding skills. It is designed to improve a student's ability to manipulate
a keyboard by reinforcing confidence and improving the functional skill level.
Advanced Keyboarding 25G is recommended for all students, regardless of the
intended use of their keyboarding skills. It is a half-credit course that may be used as
a guideline to improve keyboarding skills at any grade level after Introductory
Keyboarding 15G has been completed or equivalent skills have been acquired.

Whereas keyboards associated with computers are commonly found in the elementary
grades, it is important that teachers integrate Advanced Keyboarding 25G wherever
students use computers. It is recommended that school divisions solicit the advice of
teachers trained in business education skills in implementing a division-wide
keyboarding strategy.

The need for proficiency in using keyboards is evident in most occupations. Keyboards
are the most common input devices to computers in control of communications, data
management, industrial controls, scientific measurements, and personal computing.
For these occupational and avocational reasons, keyboarding is a lifeskill which has
value for all students irrespective of their goals, level of study, and school-based
applications.

Advanced Keyboarding 25G has been prepared for the tenth grade (Senior 2) level.
However, it is recognized that throughout the province there exists a wide range of
computer usage in schools. Some schools provide formal keyboarding instruction at
the primary level; some schools provide no formal instruction, but provide access to
computers at an early stage.

Advanced Keyboarding 25G is designed to reinforce proper keyboarding techniques
for students in senior years (senior 1-4) to enable them to keyboard with accuracy and
speed and to produce meaningful output in an efficient manner. As well as improving
keyboarding skills, students are provided with activities that are designed to enhance
their capabilities of composing and developing documents at the keyboard which are
appropriate in difficulty to their grade level.

If students need to improve their keyboarding skills at the elementary school level,
Advanced Keyboarding 25G is recommended as a guideline to instruction. If students
receive their first introduction to keyboarding skill at the secondary level, Advanced
Keyboarding 25G should be offered immediately following completion of Introductory
Keyboarding 15G.

ADVANCED KEYBOARDING 3



EVALUATION

All students should have completed Introductory Keyboarding 15G or have acquired
equivalent skills before enrolling in Advanced Keyboarding 15G. The term "mailable
document" is used throughout this course. The criteria for a mailable document are

No keyboarding or spelling errors
Composition, grammatical structure, and punctuation should be correct
Format should conform to accepted standard

Advanced Keyboarding 25G is a half-credit course designed to allow all students to
apply their keyboarding skills in the production of meaningful material. Keyboarding
skills, language skills, document formatting, display techniques, and creativity
enhancement should be the major components of this course.

Recognizing the learning theories associated with keyboarding skill development,
periodic testing is recommended for strengthening the value of feedback and
achievement. Student achievement is usually a matter of kinesthetic response
development, and is usually observed to be developed in stages. Speed and accuracy
should be developed through intensive and directed drill sessions while composition
and production activities should be numerous and varied. Vocational standards are not
part of this course but productivity concepts may be introduced in the applications
exercises.

The emphasis in evaluation should be on proper keyboarding techniques, accuracy,
speed, composition, and production. Evaluation for accuracy should be a maximum
of one error per minute. Students should be able to keyboard at a rate of 30-40 words
a minute.

Guidelines for Evaluation

Keyboarding Skills Development 30%
Technique 10%
Accuracy/Speed 20%

Advanced Formatting 30%

Composition 15%

Production 25%

100%

ADVANCED KEYBOARDING 4
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s TIME ALLOTMENTS

Advanced Keyboarding 25G is a half-credit course that has bgen developed and
approved by Manitoba Education and Training for general purposes. It represents 55-
60 hours of instruction.

The following guideiines for time allotments are recommended

UNITS HOURS

. Review of Introductory Keyboarding 5

2. Keyboarding Skills Development 12 17

3. Advanced Formatting 20

4. Composition 10

5. Production 10

57 62

GOALS AND OBJECTIVES

Goals

To have students review introductory keystroking, editing, composing and
formatting techniques
To provide students with advanced skills in keyboarding
To teach students advanced centring, tabulation, correspondence, report and
outline formatting procedures
To have students compose various documents at the keyboard
To have students produce timed mailable documents

ADVANCED KEYBOARDING
I 3
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Objectives

UNIT 1: REVIEW OF INTRODUCTORY KEYBOARDING

Keystroking

Students should be able to

demonstrate alphanumeric touch keyboarding with an average speed of 25-30
wpm with a maximum of one error per minute

Editing and Composing

Students should be able to

edit and proofread a document meeting all mailable standards
compose a mailable document relevant to grade level

Formatting

Students should be able to

format characters and paragraphs with proficiency

UNIT 2: KEYBOARDING SKILLS DEVELOPMENT

Keystroking

Students shouid be able to

demonstrate touch alphanumeric keyboarding with a speed of 30-40 wpm with
a maximum of one error per minute

UNIT 3: ADVANCED FORMATTING

Centring

Students should be able to

centre text between the left and right margins or over a given point on a line
centre text on a page with equal top and bottom margins

ADVANCED KEYBOARDING 6
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Tabulation

Students should be able to

create and edit vertical rows and columns of data using the tab key and tab
settings
centre the tabulation vertically and horizontally
centre column headings over the columns where the column heading is shorter
than the column
centre columns under the column heading where the column heading is longer
than the column

Correspondence

Students should be able to

produce mailable letters, memoranda and labels

Reports and Outlines

Students should be able to

produce mailable reports and outlines

UNIT 4: COMPOSITION

Composition

Students should be able to

compose memoranda, letters and reports

UNIT 5: PRODUCTION

Production

Students should be able to

produce a variety of mailable documents within a specified time

ADVANCED KEYBOARDING 7
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UNIT 1: REVIEW OF INTRODUCTORY KEYBOARDING

GOAL: To review introductory keystroking, editing, composing and
formatting techniques.

OBJECTIVES METHODS

1.0 Keystroking

Students should be able to

1.1 demonstrate alpha-numeric
touch keyboarding with an
average speed of 25-30
wpm with a maximum of
one error per minute

Review proper finger placement and
movement.

Review correct posture.

2.0 Editing and Composing

Students should be able to

2.1 edit and proofread a
document meeting all
mailable standards

2.2 compose a mailable
document relevant to
his/her grade level

Basic editing, composing and
proofreading procedures should be
reviewed.

3.0 Formatting

Students should be able to

3.1 format characters and
paragraphs with proficiency

Character and paragraph formats
should be reviewed.

,

,

0 ADVANCED KEYBOARDING 11



UNIT 2: KEYBOARDING SKILLS DEVELOPMENT

GOAL: To provide students with advanced skills in keyboarding.

OBJECTIVES METHODS

1.0 Keystroking

Students should be able to

1.1 demonstrate touch
alphanumeric key-boarding
with a speed of 30-40
wpm with a maximum of
one error per minute

Use diagnostic/prescriptive techniques
to improve the student's keystroking
performance.

Accuracy and speed drills should be
practiced every class.

Timings of various lengths should be
incorporated into each lesson
progressing up to five-minute timed
writings.

ADVANCED KEYBOARDING
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UNIT 3: ADVANCED FORMATTING

GOAL: To teach students advanced centring, tabulation, correspondence,
report and outline formatting procedures.

OBJECTIVES METHODS

1.0 Centring

Students should be able to

1.1 centre text between the
left and right margins or
over a given point on a line

1.2 centre text on a page with
equal top and bottom
margins

Introduce the centring code.
(In cases where equipment does not
have a centring code use the
horizontal backspacing method to
centre a line of text.)

Introduce the centre page code.
(In cases where hardware or software
does not have a centre page code use
the mathematical method of counting
lines or spaces to calculate the vertical
centre of the page.)

2.0 Tabulation

Students should be able to

2.1 create and edit vertical
rows and columns of data
using the tab key and tab
settings

2.2 centre the tabulation
vertically and horizontally

Introduce students to the different
styles of tabs, with or without leaders

Left aligned
Right aligned
Decimal aligned
Centre

illADVANCED KEYBOARDING
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UNIT 3: ADVANCED FORMATTING

OBJECTIVES METHODS

2.3 centre column headings
over the columns where
the column heading is
shorter than the column

2.4 centre columns under the
column heading where the
column heading is longer
than the column

3.0 Correspondence

Students should be able to

3.1 produce mailable letters,
memoranda and labels

Introduce full-block and simplified
format styles for the common types of
business correspondence.

Business correspondence may be
keyed in from arranged and
unarranged material in typed, rough
draft or handwritten formats.

1

4.0 Reports and Outlines

Students should be able to

4.1 produce mailable reports
and outlines

Introduce reports in manuscript style
and newspaper style.

References, endnotes, footnotes,
bibliographies, tables of contents and
title pages should be introduced with
reports.

MIR

ADVANCED KEYBOARDING 14



UNIT 4: COMPOSITION

GOAL: To have the student compose various documents at the keyboard.

OBJECTIVES METHODS

1.0 Composition

Students should be able to

1.1 compcse memoranda,
letters and reports

Compositions should begin with one or
two sentences progressing to
paragraphs and gradually building into
documents consisting of three, four or
more paragraphs.

,

ADVANCED KEYBOARDING 15



UNIT 5: PRODUCTION

GOAL: To have students produce timed mailable documents.

OBJECTIVES METHODS

1.0 Skill Building

Students should be able to

1.1 produce a variety of
mailable documents within
a specified time

Tabulation, correspondence, reports
and composition should be integrated
to allow students to develop effective
keyboarding skills, to acquire the
ability to think and solve problems
while keying and to produce mailable
documents.

ADVANCED KEYBOARDING
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Canada Ltd., 1989.

Farmer, et al. Keyboarding: An Introductory Course. Nelson Canada Ltd., 1991.

Fleming and Scherer. Keyboarding and Formatting. Second edition. McGraw-Hill
Ryerson, 1991.
Teacher's Manual.
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Fleming & Scherer. Typing Two: Keyboarding and Formatting. McGraw-Hill Ryerson,
1985.
Learning Guides
Working Papers
Teacher's Manual.

Grill, et al. Triple-Controlled Timed Writings. Second edition. Nelson Canada Ltd.,
1983.

Hicks, Hepburn & Rooney. Keyboarding Information Processing. Nelson Canada Ltd.,

1989.
Teacher's Resource Guide.

Hodgins. Production Plus. Second edition. McGraw-Hill Ryerson, 1980.

Hodgins. Progressive Timed Writings. Second edition. McGraw-Hill Ryerson, 1987.

Kashuba. Profiles: A Collection of Timed Writings. McGraw-Hill Ryerson, 1980.

Keyboarding Business Applications. Nelson Canada Ltd., 1991.
Student Workbook
Solutions and Tests
Black line Transparencies and DMs.

Kingsbury, et al. Statistical Typing with Tabulation Problems. Nelson Canada Ltd.,
1981.

Kretchman. Keyboarding for Personal Computer Use. John Wiley & Sons Canada

Ltd., 1987.

Leslie. 20,000 Words. Seventh Canadian edition. McGraw-Hill Ryerson.

Lloyd, et al. Series Seven. Canadian edition. McGraw-Hill Ryerson, 1984.
Books One and Two: Learning Guides and Working Papers 1 and 2 Teacher's
edition.

McKenna, J., et al. Starting Points in Typing. Copp Clark Pitman Ltd.
Teacher's Manual.

McLean, et al. Keyboarding for Everyone. Nelson Canada Ltd., 1984.

Melanson, M. Keyboarding Proficiency Drills. Copp Clark Pi iman Ltd., 1982. .

Melanson, M. Time It! Copp Clark Pitman Ltd., 1983.
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Miller and Miller. Keyboarding: A Short Course. Copp Clark Pitman Ltd., 1983.

Peters, Cortez. Championship Keyboarding, Skill Building and Applications. Maxwell
Macmillan Canada, 1989.

Peters, Cortez. Championship Typing Drills. Second edition. Maxwell Macmillan
Canada, 1987.

Roussie and Roussie. Keyboarding 1 Personal and Business Uses. Prentice-Hall
Canada Inc., 1987.
Teacher's Guide.

Rowe and Etier. Typewriting Drills for Speed and Accuracy. Second Canadian
edition. McGraw-Hill Ryerson.

Sanderson. It's All Rough Draft. McGraw-Hill Ryerson, 1980.
Teacher's Key.

Serra, E. Keyboarding: An Innovative Approach. Addison-Wesley Publishers Ltd.,
1990.

Simcoe, et al. Keyboarding, Short Course. John Wiley & Sons Canada Ltd.
Microtutor Key.

Spelling Drills and Exercises: Programmed for the Typewriter. Second Canadian
edition. McGraw-Hill Ryerson.

Typewriting Office Practice (Top Mus'ic). Nelson Canada Ltd., 1986.

Typing Power Drills. Second edition. McGraw-Hill Ryerson, 1985.

Ubelacker, et al. Mastering Keyboarding Skills 1. Second edition. Copp Clark Pitman
Ltd., 1989.
Teacher's Resource Book.

Ubelacker, et al. Mastering Keyboarding Skills 2. Second edition. Copp Clark Pitman
Ltd., 1991.
Teacher's Resource Book.

West, L. J. Acquisition of Typewriting Skills. Second edition. Maxwell Macmillan
Canada, 1983.
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RESOURCE

For current materials that can be used in the business education classroom, obtain a
membership ($20 fee) in the

Canadian Foundation for Economic Education
2 St. Clair Ave. West, Suite 501
Toronto, ON M4V 11_5
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